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This procedure is describes how to open a new bankruptcy case using the CASE
UPLOAD program.

Login to CM/ECF and Click on the Bankruptcy hypertext link on the CM/ECF MAIN MENU BAR
(See Figure 1.)

The BANKRUPTCY EVENTS MENU displays (See Figure 2.)

1. Click on the Case Upload hypertext link.
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The CASE DATA SCREEN displays (See Figure 3.)

1. The program requires the user to attach a debtor.txt case data file, a petition.pdf
document file and a creditor.txt creditor list file. In addition, the use can optionally
attach a plan.pdf file which is the chapter 13 plan document in .pdf format.

2. Browse and attach the three require files. Optionally, browse and attach a chapter 13
plan file.

3. Click [Next] to continue.

The NOTICE OF ELECTRONIC FILING SCREEN displays (See figure 5.)
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1. Note the new case number assigned by CM/ECF.

2. Click on the case number hypertext link to display the docket report for the new case.

3. Click on the document number hypertext link to display the petition document for the
new case.

4. Optionally, click on the remaining hypertext link to display the chapter 13 plan
document for the new case.

Judge / Trustee Assignment

1. Click on the Bankruptcy hypertext link on the CM/ECF MAIN MENU BAR to find the
Judge/Trustee Assignment category.

2. Click once on this and the system automatically assigns the following:

C judge for all chapters

C trustee for chapter 7 and 13

C first meeting setting for chapter 7

3. Click on the Bankruptcy hypertext link on the CM/ECF Main Menu Bar to continue
with the case opening process.


